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School Policy

Parent Teacher Communication Policy
(including Complaints Procedure)

This policy has been formulated by St. Declan’s National School. The Irish National
Teachers’ Organisation (INTO) and the Catholic Primary School Management

Association (CPSMA) reached agreement in 1993 on a procedure for dealing with
complaints by parents against teachers. The purpose of the policy is to inform Teachers,

S.N.A.s and parents of St. Declan’s N.S. of the procedures and practices in place.
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1.Mission Statement
St. Declan’s N.S. cherishes all pupils equally.  We aim, with the involvement and

co-operation of the entire school community, to assist each child to reach his/her full

potential as an individual.

2.Introduction
● Our school is a community where parents and teachers collaborate and work in

partnership for our children.

● The family and home are central to the development of the child and the

nurturing of Christian values.  The school and the family strive to be mutually

supportive and respectful of each other so that the child’s education can be

effective.

● When parents decide to send their child to our school they are entering a very

important relationship.

3.Aims
The purpose of this document is:

● To outline how best parents/guardians might support the school and its pupils.

● To outline roles and responsibilities.

● To assist in the building of a school community committed to providing the

optimum learning experiences for its pupils.

● Share the responsibility of seeing that the school remains true to its ethos values

and distinctive character.

● To provide a procedure for dealing with complaints by parents against teachers.
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4.Consultation
This policy was originally developed by the staff of St. Declan’s N.S. in consultation with

the Board of Management and the Parents’ Association.

5.Working as Partners
There are many opportunities for working together as partners already in place in our

school.

● Parent Nominees on the Board of Management.

● Parents’ Association.

● Parents take part in our Green Schools and Pride of Place Initiatives.

● Drawing up of Policies:

o School Vision / Mission

o Code of Behaviour

o Homework Policy

o RSE Policy

6.Structures in place to facilitate open

communication & consultation with Parents
i)

● Meeting for parents of new Junior Infants – mid June

● Parent/teacher meetings one-to-one in November.

● Parents receive a school report on their child at the end of each school year.

● Meetings with parents to discuss support plans

● Consultation throughout the year
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● Written communication

● Through the Parents’ Association, parents are invited to discuss and contribute to

the drafting and review of school policies, as appropriate.  Decisions taken to

change current policies and procedures or to introduce new ones will be made

known to parents through the Parents’ Association or in written format.

● Regular newsletters keep parents up-to-date with school events, holidays and

school concerns

● Homework journal are used as a means of communication between parents and

teachers.

● Parents may be requested to sign homework journals to certify that homework

has been completed.

● Parents are invited to school concerts and events.

● Participating in paired reading and shared reading programmes.

● Parish Link programmes for First Communion and Confirmation.

ii)

● Parents as a group have a range of talents, abilities and skills that have the

potential to enrich and extend the educational opportunities provided for the

children.

● Parents will be informed each year of the availability and review of the Child

Safeguarding Statement and Risk Assessment annually which is available on the

school website (www.decsash.ie).  Hard copy available on request.

● Since many of our pupils come from outside Ireland we are afforded an

opportunity to learn more about other cultures.  Parents of those pupils are

encouraged to help us to understand their culture.

● It is vital that the school is immediately informed if family events/situations occur

that cause anxiety to your child and therefore may adversely affect his/her

education
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● In all matters pertaining to the wellbeing and education of pupils, only the

parents/legal guardians named on the enrolment form will be consulted by the

teachers.

7. Parent/Teacher meetings
i) The aim of Parent/Teacher meetings:

● To inform parents of their child(children)’s progress in relation to academic and

social/emotional development

● To establish an ongoing relationship and communication with parents

● To help teachers/parents get to know the children better as individuals

● To help children realise that home and school are working together.

ii) Informal/Parent/Teacher Meetings

● Communication between parents and teachers is to be encouraged.

● Arranging parent/teacher meetings within the school day while children are in

school is difficult.  However, parents are welcome to speak to the Principal or

teacher(s) at an appointed time.

● Meetings with the class teacher at the class door to discuss a child’s

concern/progress is discouraged on a number of grounds.

○ A teacher cannot adequately supervise his/her class while at the same

time speaking to a parent.

○ It is difficult to be discreet when so many children are standing close by.

○ It can be embarrassing for a child when his/her parent is talking to the

teacher at a classroom door.
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Occasions occur where a parent needs to speak to a teacher urgently.  Sometimes

these meetings need to take place without prior notice.  The Principal will facilitate such

meetings, in so far as possible and where deemed necessary, by making every effort to

ensure that the children in the class do not lose out on any of the teaching/learning time.

If parents wish to drop in lunch boxes, sports gear etc., this can be done through the

secretary’s office as it is important to keep class interruptions to a minimum.

Parents are strongly discouraged from taking pupils out of school during term time in

order to facilitate family holidays.

iii) Formal Meetings

Formal timetabled parent/teacher meetings take place in November.  However, if a

parent wishes to arrange a meeting at any stage during the year to discuss their child,

they may do so by prior appointment.

● All communication sent from the school will be sent to the child’s home address

as given on the registration form, unless otherwise requested by parents

● In the case of separated parents, requests can be made by both parents to meet

their child’s teacher(s) individually for parent/teacher meetings, although it is

preferable for parents to meet together with the teacher.

iv) Separated Parents

It is assumed that when the school wishes to communicate with parents/guardians

regarding their child/children, the parent who is contacted (i.e. the parent with whom the

child resides) will inform the other parent of meetings, school events, school reports.

Both parents are encouraged to sign up to Aladdin Connect as this is the school’s

chosen communication platform.

While parents are encouraged for the sake of their child/children to attend parent

teacher meetings together separate meetings can be accommodated if necessary.

Parent teacher meetings can only take place in the presence of the parent/guardian of

the child in question.
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8. Parental Complaints Procedure
The Irish National Teachers’ Organisation (INTO) and the Catholic Primary School

Management Association (CPSMA) reached agreement in 1993 on a procedure for

dealing with complaints by parents against teachers. The purpose of the procedure is to

facilitate the resolution of difficulties where they may arise in an agreed and fair manner.

The agreement lays out in five stages the process to be followed in progressing a

complaint and the specific timescale to be followed at each stage.

Only those complaints about teachers which are written and signed by

parents/guardians of pupils may be investigated formally by the Board of Management,

except where those complaints are deemed by the Board to be:

(i) on matters of professional competence and which are to be referred to the

Department of Education;

(ii) frivolous or vexatious complaints and complaints which do not impinge on the work

of a teacher in a school; or

(iii) complaints in which either party has recourse to law or to another existing

procedure. Unwritten complaints not in the above categories may be processed

informally as set out in Stage 1 of this procedure.

1. Stage 1

1.1. A parent/guardian who wishes to make a complaint should, firstly

approach the class teacher with a view to resolving the complaint.

1.2. Where the parent/guardian is unable to resolve the complaint with the

class teacher he/she should approach the Principal teacher with a view to

resolving it.

1.3. If the complaint is still unresolved, the parent/guardian should raise the

matter with the Chairperson of the Board of Management with a view to

resolving it.
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2. Stage 2

2.1. If the complaint is still unresolved and the parent/guardian wishes to

pursue the matter further, he/she should lodge the complaint in writing with

the Chairperson of the Board of Management.

2.2. The Chairperson should bring the precise nature of the written complaint

to the notice of the teacher and seek to resolve the matter between the

parties within 5 days of receipt of the written complaint.

3. Stage 3

3.1. If the complaint is not resolved informally, the Chairperson should, subject

to the authorisation of the Board and except in those cases where the

Chairperson deems the particular authorisation of the Board to be

required:

a) Supply the teacher with a copy of the written complaint; and

b) Arrange a meeting with the teacher, and where applicable, the

Principal Teacher with a view to resolving the complaint.  Such a

meeting should take place within 10 days of receipt of the written

complaint.

4. Stage 4

4.1. If the complaint is still not resolved, the Chairperson should make a formal

report to the board within 10 days of the meeting referred to in 3.1 (b).

4.2. If the Board considers that the complaint is not substantiated, the teacher

and the complainant should be so informed within 3 days of the Board

meeting.

4.3. If the Board considers that the complaint is substantiated or that it

warrants further investigation, the following steps should be followed:

a) the teacher should be informed that the investigation is proceeding

to the next stage;

b) the teacher should be supplied with a copy of any written evidence

in   support of the complaint;
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c) the teacher should be requested to supply a written statement  to

the Board in response to the complaint

d) the teacher should be afforded an opportunity to make a

presentation of case to the Board. The teacher would be entitled to

be accompanied by a friend at any such meeting; and

e) The Board may arrange a meeting with the complainant if it

considers such to be required. The complainant may be

accompanied by a friend at any such meeting; and

f) the meeting of the Board of Management referred to in (d) and (e)

will take place within 10 days of the meeting referred to in 3.1 (b).

5. Stage 5

5.1 When the Board has completed its investigation, the Chairperson should

convey the decision of the Board in writing to the teacher and the complainant

within five days of the meeting of the Board.

5.2 The decision of the Board shall be final

5.3 This Complaints procedure shall be reviewed after three years.

*In this agreement, “days” means school days.
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9.Implementation and Review
A high level of parental involvement is a feature of our school and requires a

commitment from parents.  They are encouraged at all times to support the school and

its pupils. Both teachers and parents will be responsible for the implementation and

on-going monitoring of this policy.

This policy will be implemented following ratification by the Board of Management.

The policy will be reviewed every three years or earlier as appropriate.  On-going review

and evaluation will take cognisance of changing information or guidelines (e.g. from the

Department of Education and Skills and partners in education).

10.Ratification and Communication

The policy was reviewed and ratified by the Board of Management on the 4th October

2022. A review will be undertaken again in three years time, or sooner if required. The

policy will be appropriately communicated to members of the school community and

made available on our school’s website.

Signed and dated:

Mr. Noel Curtin Mr. Cian Kearins

Chairperson of the Board of Management Principal/Secretary to the Board of Management

Date: 4/10/2022 Date: 4/10/2022
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